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FOREWORD 



TTiis moclule is one of a seriesof 127 performanoe-based 
education (PBTE) learning padcages focusing upon specrf^ 
tessionalaynpetencia s of vocational taachef8.Ttieoompeiencies 
upon wfiich thaaa moduSas are tMaed were identified and varifiad 
through rasaarch as being important to successful vocational 
teaching a! both the aacoiKlaiy and postsacondary levels of in- 
struction. The modules are auitabia for the preparation of teachers 
and other occupational trainers in all occupational areas. 

Each module providea learning experiences that imegrale theory 
and application; each culminatoe with critarion-feferenced as- 
sessment of the teacher's (instrudor's, trainer's) perfonnanoe of 
the apedfiad oompalancy. The materials are designed for use by 
tea^hers-inHraining worldng IndhMialy or in groupa under the 
direction and with the assistance of teacher educators or others 
acting as rseouroe person s . Reeouroe persons should t)e skilled in 
the teacher competencies being devetoped and shouU be thor- 
oughly oriented to P6TE ooncspts and procedures before using 
these mateials. 

The deeign of the materials pvDvkles conskJerable flexibility for 
planning and conducting performance-based training programs 
for preservice and insane teachers, as well as business-indus- 
try-lahor trainers, to meet a wkle variety of indivklual needs and 
Interests. The materials are intsnded for use by univer si tie s and 
ooNeges, stale departments of educalfon, poatsecondary institu- 
tkxis, focal educatfon agencies, and others responsibte for the 
prof essfonal devetopment of vocatfonal teachers and other occu- 
p^fonal trainers. 

The PBTE curricukjm packages in Calegoriee A - J are products 
of a sustained reeearch and devetopment eiort by the Natfonal 
Center's Program for Pro l e sston al Devek.pment for Vocatfonal 
Education. Many indMduala, institutfons, and agendea participat- 
ed with the t^atfonal Center have made oontributfons to the 
systemalfo devefopment, testing, revisfon, and refinemantof these 
very significant training matarials. Calvin j. ColrsN dirsded the 
vocatfonal teacher competency reeearch study upon which these 
modules are based and aleo directed the cunlcukjm devefopment 
elbrt from 1971 - 1972. Curtis R. Rnch provktod leuderahip for 
the program from 1 972 - 1 974. CXer 40 teacher educators pro- 
vkM input in devefopment of initial versfons of the modules; over 
2,000 teachers and 300 reaouroe persons in 20 universitfos, col- 
leges, and poatsecondary institutfons used the r/iaterials and 
provkJed feedback to the Natfonal Center for revisfons and 
refinemer;. 



Early versions of the materials were developed by the National 
Center in cooperation with the vocational teacher education facul- 
ties at Oregon State University and at the University of Missoun- 
Columbia Preliminary testing of the matenals was conducted at 
Oregon State University, Temple University, and the University 
of Missouri-Columbia 

Following preliminary testing, major revision of all materials was 
performed by National Center staff, with the assistance of numer- 
ous consultants and visiting scholars from throughout the country 

Advanced testing of the materials was earned out with assistance 
of the vocational teacher educatas and students of Central Wash- 
ington State College; Coforado State University: Ferris State Col- 
lege. Mfohigan; Fforida State University; Holland College. P.E.L. 
Canada; Oklahoma State University; Rutgers University. New 
Jersey; State University College at Buffalo. New York; Temple 
University. Pennsylvania; University of Arizona; University of 
Michigan-Flint; University of Minnesota-Twin Cities; University 
of Nebraska-Lincoln; University of Northern Coforado; Univer- 
sity of Pittsburgh. Pennsytvania; University of Tennessee; Univer- 
sity Vermont, and Utah State University. 

The first published edition of the modules found widespread use 
natfonwfoe and in many other countnes of the world. User feed- 
back from such extensive use. as well as the passage of time, 
called for the updating of the content, resources, and illustratfons 
of the original materials. Furthermore, three new categories (K-M) 
had been added to the series, covering the areas of serving 
students with special/exceptional needs, improving students' 
t)asic and personal skills, and implementing competency-based 
education. This additkxi required the artfoulatfon of content among 
tho original modules and those of the new categories. 

Recognitfoi* is extended to the fdfowing indivfouals for their roles 
in the revision of the original materials: Lois G. Hamngton. Cath- 
erine C. King-Fitch and Mfohael E. Wonacott. Program Associates, 
for revisfon of content and resources. Cheryl M. Lowry. Research 
Specialist, for illustratfon speciflcatfons; and Barbara Shea for 
artwork. Special recognition is extended to the staff at AAVIM 
for their invaluable contributions to the quality of the final printed 
products, particulariy to Sylvia Conine for typesetting; to Marilyn 
MacMillan for module layout, design, and f>nal artwork; and to 
George W. Smith. Jr. for supervision of the module production 
process. 
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The Nabonal Centsr tor Risnrch in VocitionsI EducaBon's mis- 
sion is to incrsaia the ttm^ d mmw9 egsndss, mttHuttons, and 
orgwiizalfons 10 soive sducattonal problems relaUng 10 ind^ 
camer planning, praperaBon. and progrssslon. The National Cenltr 
fuNWs Us mission by: 

• Qener al ing knowlsdgs through r msr ch. 

9 Developing educational progrsms and products. 

• Evakialinglndlvldu' prognm needs and unoomss. 

• ProvkSng Mbrinatfui for nattonal planning and policy. 

• InstaWng educational programs and products. 

• Operating {ntormaHon syslams and aarvloaa. 

• Conducting iaadsrahip de^Mlopmant and training programs 
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AMERICAN ASSOCIATION 
FOR VOCATIONAL 
INSTRUCTIONAL MATERIALS 
Ifm rmonat htmm for kmrntctionat MttorMi 
120 Drtftmiar Engineenng Center 
Athens. Oeorpia 30e02 



The American AaaodaSon for Vocational matoictfonal Matariala 
(AAVIM) m a nonprofll nattonal inatHute. 

The inatllute is a cooperative efort of untveraWaa. coNegaa and 
diviafons of vocattonal and tachnical education in tfw UnHad Slalaa 
and Canada to prwkJe tor anceSanoa in Inatmcttonalmetoriaia. 

Difectton is given by a fspreaanttfva from each of the atalaa. 
provincaa and terrHoriaa. AAVIM alao works cfotely wlbi taaohar 
organizations, government agandaa and wluatry. 
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INTRODUCTION 



Within the cooperative vocational education pro- 
gram, situations requiring effective management 
policies and skills may arise. These include dealing 
with excessive student absenteeism or the need to 
transfer a student within a training station, to another 
training station, or to another school program. The 
management of such situations is one of your super- 
visory responsibilities as a teacher-coordinator. 

In order to handle such situations when they 
arise— and to handle them promptly and fairly—you 
must plan procedures and policies in advance. In 
planning an^ applying procedures and policies, you 



must incorporate state and local school district 
policies; give consideration to the needs of the 
students; and attempt to maintain cooperati work- 
ing relationships among all concerned par. ^ the 
school, the student, and the student's empioyer. 

This module is designed to give you skill in plan- 
ning and applying procedures and policies for the 
management o^ student attendance, transfers, and 
terminations in a co-op program. It wiil better prepare 
you to meet these important management respon- 
sibilities involved in serving as a teacher-coordinator. 
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ABOUT THIS MODULE 



Objectives 

TMnlnal Objective: While serving as a teacher- 
coadinator in an actual teaching situation, manage the 
attendance, transfers, and terminations of co-op stu- 
dents. Your performance will be assessed by your 
resource person, using the Teacher Performance Assess- 
ment Form, pp. 21-22 {LMrrung Experience III). 

Enabling Obfectlves: 

1 . After completing the required reading, outline policies 
for managing student attendance, transfers, and ter- 
minations (Learning Experience I). 

2. Given several case situations involving student man- 
agement problems, identify each problem and possible 
solutions to each problem (Learning Experience II). 

Prerequisites 

To complete this module, you must have competency in 
establishing guidelines for operating a cooperative voca- 
tional education program. If you do not already have this 
competency, meet with your resource person to determine 
what method you will use to gain this skill. One option is 
to complete the informa'Jon and practice activities in the 
following module: 
» Establish Guidelines for Your Cooperative Vocational 
Program, Module J-1 

Resources 

A list 0* the outside resources that supplement those con- 
tained w lin the module follows. Check with your resource 
person (1) to detemnine the availability and the location 
of these resources. (2) to bcate additional references in 
your occupational specialty, and (3) to get assistance in 
jetting up activities with peers or observatk>ns of skilled 
teachers, if necessary. Your resource person rr ay also be 
contacted if you have any diffk:ulty with directions or in 
assessing your progress at any time. 

Learning Experience I 

Required 

The state plan for vocational education or ^ guide to 
cooperative education for your state that you can review. 
Optional 

Reference: A Guide for Cooperative Vocational Education 
Minneapolis. MN: University of Minnesota. College of Educa- 
tion, Division of Vocational and Technical Education. 1969. 
ED 037 564 

Reference: Mason. Ralph E . and Haines. Peter G. 
Copperaf/i^e Occupational Education and Work Expenence 
m the Curriculum. Third Edition. Danville. IL: The Interstate 
Printers and Publishers. 1981. 

Reference: Uthe. Elaiiie F.. Litchfield. Carolyn; and McElroy. 
Jack. Kentucky Cooperative Vocational Education Coor- 
dinator's Handbook. Lexington. KY: University of Kentucky. 
Department of Vocational Education. 1979. 
Reference: Cooperative Vocational Education Gukie for Coor- 
dinators and Administrators. Honolulu. HI: University of 
Hawaii. Community College System. 1973. ED 164 077 



Reference: Mitchell. Eugene F Cooperative Vocational 
Education: Principles • Methods • Problen,s. New Edition 
Boston. MA: Allyn & Bacon. 1977. 
Reference: Wanat. John A., and Snell. Margaret A. 
Cooperative Vocational Education: A Successful Education 
Concept. How to Initiate, Conduct aid Maintain a Quality 
Cooperative Vocational Education Program. Springfield, IL: 
Charles C. Thomas, 1980. 

Actual policies of a kKal ongoing cooperative vocational 
educatkyn program that you can review 

Learning Experience II 

Optional 

A group of peers, who are taking or have taken this nrKxJule. 
with wtiom you can discuss the case situations and/or other 
management problems. 

A teacfier-coordinator with whom you can discuss the case 
situations and/or his/her management policies. 

Learning Experience III 

Required 

An actual teaching situation in which . as pa^ of your duties 
as a teacher-coordinator, you can manage attendance, 
transfers, and terminations of co^ students. 
A resource person to asse''>s y^Hjr competency in managing 
attendance, transfers, and terminations of co-op students. 

General Information 

For information at>o>>t the general organization of each 
performance-based Xf^ fCher education (PBTE) module, 
general procedures for its jse, and terminology that is 
common to all the moddles, see About Using the National 
Center's PBTE fAoduies on the inside back cover. For 
more in-depth information on ho a to use the nKxJules in 
teacher/trainer education programs, y.:u nay wish to refer 
to three related documents. 

The Student Gukie to Using Perf<ymanoe-Based Teacher 
Education Materials is designed to help cnent preservk^e and 
inservice teachers and occupatknial trainers to PBTE in 
general and to the PBTE rraterials. 

The Resource Person Guide to Using Perforrrance-Based 
Teacher Education Materials can help prospective resource 
persons to gukle and assist preservk» and «r^rvk:e teachers 
and occupatk>naf trainers in the development of professional 
teaching competencies through use of the PBTE modules. 
It also includes lists of all the module competencies, as well 
as a listin«) of the supplementary resources and the addresses 
where they can be obtair>ed. 

The Guide to the Implementation of Performance-Based 
Teacher Education is designed to help those who will admin- 
ister the PBTE program. It contains answers to implementa- 
tion questions, possible solutions to problems, and alternative 
courses of action. 



We would like to give special thanks to Elame F Uthe for the use of many 
of her ideas and matenals m the devetopment of the nwdules in the J 
category Information about the complete set of Uthe materials on the 
cooper^ive vocatonal program that were devetoped as pan of a proved 
at Michigan State Universfty is available from AAVir^; 
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Learning Experience 1 

OVERVIEW 




Activity 






After completing the required reading, outline policies for managing student 
attendance, transfers, and terminations. 



You will be reading the information sheet, Establishing and Applying Manage- 
ment Policies, pp. 6-9 



You may wish to read related material in one or more of the following sup- 
plemeritary references: A Guide for Cooperatfve Vocational EckK^ation; Mason 
and Haines, Cooperative Occupational Education and Work Experience in the 
Cuniculum; Uthe et al., Kentucky Cooperative Vocational Education Coor- 
dhator's Handbook; Cooperative Vocational Education GuklefcrCoordhators 
and Administrators; Mitchell, Cooperative Vocational Education: Principles - 
Methods - Problems; and/or Wanat and Snell, Cooperative Vocational Educa- 
tion: A Successful Education Concept 



You will be reviewing the policies governing attendance, transfers, and ter- 
minations for your state and a district in that state. 



You will be outlining policies for managing student attendance, transfers, 
and terminations. 



You will be evaluating your competency in outlining management policies, 
using the Policy Checklist, p. 11. 



You may wish to ask your resource person to assist you in locating policies 
for an ongoing cooperative vocational education program against which you 
can compare the policies you have established. 



Activity 



For information concerning the need for and the techniques involved in 
developing spacific policies for nnanaging student (1) absenteeism from the 
school and from the training station, (2) transfers within and between train- 
ing stations, and (3) termination from the coop program, read the following 
information sheet. 



ESTABLISHENG AND APPLYING MANAGEMENT POLICIES 



Teacher-coordinators in co-op programs usually 
have very good rapport with their students. The 
nature of the program— with its high degree of at- 
tention to the individual needs of each student— is 
perhaps largely responsible for such favorable rap- 
port. Because students in co-op programs are usu- 
ally highly motivated, teacher-coordinators are 
generally faced with fewer student management 
problems than are many other instructors. 

As a teacher-coordinator you may, however, have 
to assume management responsibilities relating to 
student absences, transfers of students within co-op 
programs and to other school programs, and termi- 
nation of student on-the-job training when necessary. 

Specific policies for handling sunh management 
decisions should be developed cooperatively by you 
and the school or college administration. In addition, 
further assistance should be provided by the ad- 
visory committee. 

Established policies have mere than one purpose. 
They help you in dealing with problems when they 
irise. They also tend to reduce the frequency of 
problems by making students aware of the policies 
governing students in the co-op program. 




Absenteeism 

Student absence from the co-op program causes 
more problems than absence from other classes. Not 
only does the student miss learning experiences in 
the classroom and on the job, but absence from the 
job may cause problems for the employer. 

Although the primary purpose of the student's 
employment is learning, the student is an employee 
of the firm. Therefore, he or she is counted on by 
the employer to be on the job and carrying out 
assigned responsibilities during the scheduled work 
hours. 

Frequent absence will na'^urally hinder student 
progress. It may also make it necessary for the 
cooperating employer to request a replacement for 
the student or to decide that the firm will no longer 
serve as a training station. Therefore, policies need 
to be developed to cover such situations, and these 
policies need to be communicated to the student, 
to the student's parents (at the secondary level), and 
to the cooperating employer. 

Problems may also arise when a student enjoys 
working at the training station but dislikes the in- 
school classes. Such a student may arrange to miss 
class on a frequent basis but manage to show up 
for work at the training station. 

To prevent this type of problem, it is quite com- 
mon practice for secondary schools to adopt the 
policy that if a student fails to attend school on a par- 
ticular day, he/she is not allowed to work at the train- 
ing station without special permission from school 
off' Is. (Policies in postsecondary programs vary.) 

Whatever general policy is employed by the school 
or college to regulate student absences, co-op 
students are subject to these policies also. Special 
policies are often outlined in the training agreement 
in such a way that the student knows what is ex- 
pected, both at school and at the training station.^ 
If this is handled properly, there should be very few 
problems with absenteeism. 



1 To gam skiii in prepa*- .tg training agreements, you may wish to refer 
10 Module J-5. Piace Coop Students on the Job 




When a student is to be absent from the training 
station, it should be the student's responsibility to 
notify the employer and/or on-the-job supervisor at 
the earliest possible time. This common courtesy 
should be required of students just as it is required 
of regular employees. In this way, the employer may 
be able to make arrangements for someone to fill 
in for the student if necessary. 

Transfers 

Student transfers within the training station, from 
one training station to another, and from the co-op 
program to other school or college programs must 
be controlled. Therefore, a written policy on transfers 
must be available. It should include statements con- 
cerning the following: 

• When transfers may be made 

• Conditions that must exist for a transfer to be 
considered 

• Who is involved in a transfer decision 

• Who is responsible for formally requesting the 
transfer 

• Safeguards that have been devised to prevent 
hasty decisions from being made 

• Piovisions for alternate e.xperiences 

Before developing any procedures on your own, 
you need to check state and/or local educational 
guidelines on job transfers and program transfers. 
Your procedures will have to be consistent with those 
already established. 

The training plan usually outlines the procedure 
for transferring a student within a training station for 
the purpose of broadening the training experiences. 
If you, the student, and the on-the-job instructor 
agree that the transfer will be beneficial, then an in- 
ternal transfer should be arranged. 

However, there may be times when a student will 
need to be transferred from one training station to 
another. For the protection of all persons concemed, 
a written policy should be adopted to cover the 
various reasons for transfer. Possible reasons for 
transfer might include the following: 

• Training station refusal to follow training plan 

• Training station forced to terminate employment 
(e.g., because of cutbacks) 

• Personality conflict between student and em- 
ployer 

• Student inability to satisfy employer expecta- 
tions 

• Student allergy or safety hazard at training 
station 



It is sometimes necessary for a student to ter- 
minate his/her employment at a time other than at 
the end of (he semestei or quarter. When work is 
interrupted or terminated for any reason, you should 
try to relocate the student in another educationally 
rewarding situation. 

Short-term work interruptions. When the work 
interruption is for a short period of time, there are 
several possible options: 

• Where there is a school-based laboratory that 
is closely allied with the students career objec- 
tives, the student can be transferred into that 
laboratory for the perbd of unemployment. Prior 
arrangements must be made with the lab in- 
structor. 

• The student can be assigned projects that are 
related to his/her career objectives or assigned 
projects related to general education for self- 
improvement in these subjects. These activities 
may be carried out under supervision (e.g., 
study hall supervisor, librarian, instructor) or on 
an independent study basis. 

• The student can be assigned to in-school work 
activities (e.g., a marketing and distributive 
education student could work in the school 
store; a business education student could work 
in the main office typing reports for faculty and 
staff). 

Long-term work interruption. When the student 
encounters a work interruption for a long period of 
time (e.g., a month or more), other considerations 
may be warranted. Where possible, the student 
should be assigned to a school-based laboratory on 
a permanent basis. In order to do so, thore must be 
provision for this situation in the program policy. 

In some geographic locations, work interruption 
is the rule rather than the exception. This is par- 
ticularly true in jobs involving seasonal employment. 
You should make prior arrangements to set up a 
class for students released from work because of 
seasonal employment. 

Possible school-based arrangements include proj- 
ect methods, which allow students to work indepen- 
dently in an area of interest, for which they receive 
credit. Suggested projects include the following: 

• Practice sets in business education 

• Related projects in which the student re- 
searches and writes a project paper in the area 
of interest 

• Shop projects 



Or, you might make arrangements for students to 
work within the school or college. For example, 
students cculd work in the library, cafeteria, visual 
aids center, or other school or campus offk:e; or they 
could work with the custodial and maintenance 
departments. 

In some cases, it may be preferable to he'p 
students gain additional skills through individualized 
instruction. This may be accomplished via a pro- 
grammed text and/or computer-based instructton, for 
example. 

Dismissal from training station. If a student is 
released from a training station because of lack of 
skills or poor work bGnavior, the problem is more 
complex. Each problem must be evaluated sepa- 
rately, with the solution determined on an individual 
basis. School or college policy may dictate correc- 
tive action for misbehavior (e.g., stealing). 

The first step might be to institute an evaluation 
board that includes members from the administra- 
tion, faculty, staff, and student body. This type of ap- 
proach provides maximum flexibility and alk>ws for 
the best possible solution to th'* student's problem, 
The recommendations might be as follows: 



• Have the student enroll in a course to acquire 
the needed skills before returning to work. Or, 
locate an employer who is willing to accept the 
student and provide the necessary sknl training. 

• Improve the student's poor wo. k habits by pro- 
viding remedial woric activities. There are 
commercially available texts, references, and 
other related information on this subject. 

• Transfer the student into a sheltered worlcshop 
program, such as Goodwill Industries, voca- 
tional rehabilitation, special education, or other 
programs designed to improve the employability 
of the student. 

• Set up a worl( session with you, a counselor, 
and a school psychologist to aid the student in 
developing a better self-understanding. This 
may be accomplished through roie-p laying and 
group guidance activities, as well as individual 
sessions to benefit the student. 

• Ensure that all in-school activities designed for 
secondary students are under the direct super- 
vision of the faculty. 
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Variables Determining a Course of Action Terminations 



There are many variables, other than those 
relating to the student and employer, » which you 
must work in determining which coi' aclon is 
appropriate. Such variables will inclu \e time of 
year the work is interrupted, the tota! employ nent 
level of the community, and the general economic 
condition of the area. 

"There is general agreement that a teacher- 
coordinator should not be assigned more students 
than he or she is capable of supervising (15-25) In 
this way, you will be able to make frequent visits to 
the training staiions. These visits provide you with 
opportunities to discuss with the students and 
employer the present situation and ways you may 
be of help in aiding the student to make further work 
adjustments in the future. 

As a general rule, policy regulating transfer of 
students from one training station to another should 
provide for transfer only under yonr direction. 
Transfer should be for the purpose of providing on- 
the-job training that more fully meets the needs of 
the student. The key factor to remember is that 
transfers should be made only if the problem can- 
not be corrected. Ideally, the student wl!l spend the 
entire training period in one training station. 



School or college policy regarding termination of 
cooperative employment should provide safeguards 
against making spur-of-the-moment decisions to ter- 
minate the student's employment. It should provide 
protection from such decisions, whether on the part 
of the student or the employer. 

Thetrair ng agreement should make provisions 
for a "cooling-off** period during which time you 
should attempt to resolve differences. Tho goal 
should always be to ensure that the best interests 
of the student are seriously considered before final 
termination is carried out. Generally, in the training 
agreement, the student and the employer each 
agree to notify the teacher-coordinator in advance 
of any termination action being considered. 

Most schools and colleges have policies that pro- 
vide a limited time, at the beginning of the quarter 
or semester, during which students may withdraw 
from a program. When considering student requests 
for tennination from the co-op program, you must be 
aware of policies conceming transfer to other school 
or college programs. Students shoukl not be allowed 
to terminate employment and withdraw from the 
related class until these policies are reviewed. 

If termination proceedings are, in fact, begun, you 
are responsible for completing and filing all nec- 
essary records and reports relative to the termina- 
tion and, at the secondary level, for notifying the 
student's parents. 
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Optional 
Activity 



r 

I Activity _ 



For further information on attendance, transfer, and termination poiir'^a" 
the management of such policies, you may wish to read sections dealing 
with these topics in one or more of the following supplementary references: 

• A Guide for Cooperative Vocational Education 

• Mason and Haines, Cooperative Occupational Education and Worl< Ex- 
perience in the Curriculum 

• Uth3 el aL, Kentucky Cooperative Vocational Education Coordinator's 
Handbool< 

• Cooperative Vocational Educ Jtion Guide for Coordinators and Ad- 
ministrators (which focuses on postsecondary programs) 

• Mitchell, Cooperative Vocatbnal Education: Principles - Mett)ods - Prob- 
lems 

• Wanat and Snell, Cooperative Vocational Education: A Successful Educa- 
tion Concept 

Guides such as these present a variety of guidelines, criteria, and planning 
techniques that have proved successful in the respective cooperative 
programs. 



Review the state plan for vocational education or guide to co-op ed, looking 
specifically for policies on managing student attendance, transfers, and ter- 
minations in a co-op program. You will be asked to refer to these policies 
again in subsequent learning experiences in this module, so you may wish 
either to prepare a written summary of these policies or io mark the relevant 
pages with paper clips or bookmarks. 



■ Activity 



Outline the policies you would use to manage student attendance, transfers, 
and terminations if you were a teacher-coordinator for a co-op program in 
your state. 




After you have outlined your policies, use the Policy Checklist, p. 11, to 
evaluate your work. 
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POLICY CHECKLIST 



Name 



Directions: Place an X in the YES or NO box to indicate whether each item 
was performed successfully. 



Date 



Resource Person 



L^VEL OF PEr!FORMANCE 

1 . Policies were developed to cover each of the following management concerns: i — i i — i 

a. student absenteeism I — I l— ' 

b. transferring a student within a training station D I— 1 

c. terminating placement at one training station and transferring tir 3 sti'dent to 1 — 11 — 1 
another training station I — I ' — I 

d. terminating placement at a training station and transferring the student to 1 — 1 1 — 1 
another school or college program I — I I — I 

2. The policies developed regarding absenteeism specified: 1 — | 1 — 1 

a. what constitutes excusable student absenteeism I — I I — I 

b. what constitutes excessive absenteeism D I— I 

c. v/hat to do when a student attends in-school classes but fails to report to work. 1 — 1 1 — 1 
or vice versa ' — ' ' — ' 

d. student responsibilities relative to being absent (e.g., notifying the employer) 

3. All policies developed regarding transfers and terminations specified: 1 — 1 1 — 1 

a. when transfers may be made « — I ' — I 

b. conditions that must exist for a transfer to be considered .... □ □ 

c. who should be involved in a transfer decision □ □ 

d. who is responsible for formally requesting the transfer □ □ 

e. safeguards devised to prevent hasty decisions from being made 

f. alternative experiences to be provided D I— I 

4. All policies were consistent with existing state policies □ □ 

Level of Performance: All items must receive YES responses. If any item receives a NO response, review 
the information sheet, Establishing and Applying Management Policies, pp. 6-9; review state policies gov- 
erning attendance, transfers, and terminations; revise your policies accordingly; or check with your resource 
person if necessary. 



ERIC 



11 
•13 



You may wish to ask your resource person lO assist you in locating policies 
for an ongoing coooerative vocational education program, ideally one in your 
occupational specialty. By checking your policies against these actual pio- 
gram policies, you may be able to identify areas in your own policies that 
could be strengthened. 




Learning Experience II 



OVERVIEW 




Activity 



/optic J 
Activity 

V. 2 jr 



# optional \ 
^ Activity J 




Given several case situations involving student-managentent problenis. iden- 
tify each problem and possible solutions to each problem. 



You will be reading the Case Situations, pp. 14-15, and providing written 
solutions to the problenr.s described. 



You may wish to meet with a group of peers in a seminar-type situation to 
discuss the case situations and/or to discuss other management problems 
that can occur relative to attendance, transfers, and terminations. 



You may wish to meet with a teacher*coordinator from your service area to 
discuss the case situations and/or to discuss his/her policies for managing 
student attendance, transfers, and terminations. 



You will be evaluating your competency in identifying and solving student 
attendance, transfer, and termination problems by comparing your completed 
responses with the Model Responses, pp. 17-18. 
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The foilowing case situations describe four management problems that arose 
in co-op programs. Assume in each case that you are ♦he teacner-coordinator. 
A f tv ^^^^ ^^^^ ^* situations, and then expiain in writing (1) what the prob- 

I Activity igp^ what seems to be causing the problem, (3) what additional informa- 

\ M tion IS nebced, if any, and (4) how the situation could be handled or resolved. 

V 1 In situations in which no specific policies are mentioned, refer to the policies 

^^^^^^ listed in the state plan for vocational education for guidance in handling the 
PkOHem. 



CASE SITUATIONS 

1 . Don Beat's academic work is not outstanding, but is such that he can graduate this year if he puts forth 
a little effort. The school year has nine more weeks to go. Don's grandfather recently gave him a car 
for his graduation presertt, and Don has missed approximately two days of school per week for the last 
three weeks. 

School and state vocational policy dictate that a student may not work at the traininn station on days 
that he/she does not attend school. Yet. Don has not missed a day at the training sl.iion all year. You 
had a talk with Don after his second absence from school, but you have had enough problems lately 
that you have had no further discussion with him. Don's employer wants to hire him when school is 
out, but the company has a policy stating that all new employees must have graduated from the program. 



2. Chuck Richardson is a hard-charging co-op student. Chuck's training station is a local clothing store. 
School is nearing mid-semester. Chuck plans to attend a four-year college to study marketing upon gradua- 
tion. You received a telephone '^all this morning and learned that the clothing store, Chuck's training 
station, will go into receivership next week because of the owner's untimely speculation in the stock 
market. 
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3. As part of her co-op experience, Lois Gregory has been placed in the business office of a local retail 
store as a clerk-stenographer trainee. She has done well there, having developed satisfaaory competence 
in approximately half of the skills identified in her training plan. 

On a regular coordination visit, Lois's on-the-job instructor informs you that Lois has requested that she 
she be transferred to the sales department. You also learn that Lois has become very close friends with 
Karen, who works in sales. 



Annette Rutgers is a pleasant student enrolled in the co-op program. Based on her abilities and interests, 
she was placed in a local service station as an apprentice mechanic. Unfortunately, Annette's super- 
visor at the training station is not by nature a stern disciplinarian, and Annette is not self-disciplined. 
Annette's work has been haphazard and incomplete. Unless she is constantly supervised, she keeps 
"goofing off." 

Despite numerous conferences between you and the supervisor, you and Annette, and among the three 
of you, nothing has changed. Annette's Supervisor called you this morning to say that if Annette was 
not terminated, his service station would never be available as a training station again. 
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If you wish, you may meet with a group of peers who are also taking or have 
taken this module to discuss each of the case situations. You could analyze 
the situations workinr as a group or individually, and then discuss your solu- 
tions as a group. You could also use this seminar-type sil *ation to identify 
other management problems that could occur and to brainstorm for solu- 
tions to those problems. 



You may wish to arrange through your resource person to meet with an active 
teacher-coordinator from your service area. This individual could discuss each 
of the case situations with you and help you evaluate the completeness and 
soundness of your analyses/solutions. Such a person could also discuss the 
problems he/she often encounters in the real world and his/her policies for 
managing ^uch problems. 
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Compare your written responses to the case situations with the model 
responses given below. Your responses need not exactly duplicate the model 
responses; however, you should have covered the same major points. 



MODEL RESPONSES 



1. The management problem concems the fact that 
Don is attending work but skipping school. This 
is against school and state policy. A related prob- 
lem is that Don's absence from school may result 
in his not being able to graduate. If he doesn't 
graduate, his present employer cannot hire him. 
The problem is apparently being partially caused 
by Don's having a new car, but it is also an at- 
titudinal problem; Don isn't putting the necessary 
effort into his academic work. 

A problem also seems to exist with your workload. 
The problem continued for two weeks after your 
first talk with Don. There should have been a 
follow-up discussion much sooner— for instance, 
after the next time Don was absent. 

Some additional information is needed. School 
and state policies need to be checked to deter- 
mine what actions can (or must) be taken if the 
student continues to conduct himself in this 
manner. 

The situation could be handled by your holding 
a joint conference with the employer and Don to 
discuss the consequences of Dun's behavior. If 
you and the employer explain school, state, and 
company policies and how these policies relate 
to his situation, he may be motivated to correct 
his behavior for the remainder of the school year. 

Whether Don stays in the coop program would 
depend on whether he is willing to agree to 
adhere to school and state policies by attending 
school. It will also depend on whether school and 
state policies require that he be dropped from the 
program for refusal to adhere to these policies. 
Whatever action you take would depend on the 
specific state and k)cal policies governing your 
wO-op program. 

2. The problem is that Chuck is being terminated 
at his training station for reasons beyond his con- 
trol; the training station is going into receivership. 

Some additional information is needed. School 
and state policies need to be checked to deter- 
mine the policies and procedures for formally ter- 
minating Chuck's employment. Chuck's present 



employer coukl be consulted for suggestions con- 
cerning other training stations that coukl meet 
Chuck's training needs and abilities at present. 
Chuck could be consulted conceming his percep- 
tions relative to what experiences he needs and 
what types of positions he might be interested in. 

The situatton would have to be resolved by your 
locating a new training statton that would be able 
to meet Chuck's needs. If such a training station 
were not immediately available, other arrange- 
ments (e.g., independent projects or temporary 
employment) would have to be made for Chuck 
until another position were found. Dropping 
Chuck from the co-op program should be avoid- 
ed if at all possible. However, whatever actk)n you 
take would depend on the specific state and local 
policies governing your program. 

3. The problem is that Lois wants to transfer from 
the business office at her training station to the 
sales department. The reason for her change of 
plans seems to be that she wants to be with her 
good friend Karen. The proposed transfer con- 
stitutes a problem in that the sales job is not con- 
sistent with Lois's established career goals. 

Some additional information is needed from Lois. 
You need to be sure she understands the con- 
sequences of the transfer and that she really is 
interested in sales as a career. If your co-op pro- 
gram is strictly business and office, you need to 
be sure there is room for her in the distributive 
education program, if there is such a co<op 
program. 

The situation could be handled through counsel- 
ing. If Lois is sincere in her desire to transfer to 
sales because of a career interest (and not just 
to be with Karen), and if the employer is willing 
and able to make the switch, the necessary trans- 
fer would have to be made on the basis of the 
specific state and local policies governing your 
program. 
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The problem is that Annette's work has been 
haphazard and incomplete. As a result, the 
supervisor has indicated that unless Annette is 
terminated, his service station will never again be 
available as a training station. The cause of the 
problem is evidently twofold: Annette lacks self- 
discipline, and the supervisor is not a stern dis- 
ciplinarian. 

Since numerous conferences have already been 
held, there is probably no need for additional 
information. 

The situation could probably best be handled by 
terminating Annette from the training station 
since neither she nor the station is benefiting from 



the present arrangement. Annette could be kept 
in the co-op program and given project" to work 
on to help her gain self-discipline. 

After demonstrating an ability to exercise some 
self-discipline on project work, she could be 
placed in a training station where she would 
receive stronger supervision than in her first 
placement. If she failed to accomplish the goals 
of the projects, it might be advisable to drop het 
from the co-op program. Whatever action you 
take would depend on the specific state and local 
policies governing your program. 



Level of Performance: Your written responses to the case situations should have covered the same major 
points as the model responses. If you missed some points or have questions about any additional points 
you made, review the material in the information sheet. Establishing ano Applying Management Policies, 
pp. 6-9, or check with your resource person if necessary. 
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Learning Experience III 

nNAL EXPERIENCE 




While serving as a teacrier-coordinator in an actual teaching situation,* 

man«^ the attendance, transfdrs, and tenninations of coop students. 



Activity 



As part of your cSuties as a teacher-coordinalor, establish and apply policies 
for managing student attendance, transfers, and temninations. This wil 
include— 

• reviewing existing stele and kkoal policies concerning student atten- 
dance, transfers, and terminatir^is 

• developmg, revising, or adapting coordination policies cone 
dent attendance, transfers, and terminations 

• obtaining administrative approval for implementing policies 

• applying ooordinalion policies and procedures to any ma 
lems that nnay arise 

NOTE: Due to the nature of this experience, you wH! need to have access 
te an actual teaching situation over an extended period of time (e.g., one 
to three weeks). 

As you complete each of the above activities, document your actions (in 
writing, on tape, through a log) for assessnrmrt purposes. 




An^aoge te have your resource person review your documentation* 

Your total competency will be assessed by your resource person, using the 
Teacher Performance Assessment Form, pp. 21-22. 

Based upon the criteria specified in ttiis assessment instalment, your 
resource person will detemnine whether you are competent in managing the 
attendance, transfers, and terminations of co-op students. 



' For a defintion of "ac.ual teaching situation." see the inside back cover 




NOTES 
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0 TEACHER PERFORMANCE ASSESSMENT FORM 

Manage the Attendance, Transfers, and Terminations of Co-op Students (J-2) 



Name 

Directions: Indicate the level of the teacher's accomplishment by placing 

an X in the appropriate box under the LEVEL OF PERFORMANCE heading. Date 

If, because of special circumstances, a performance component was not ap* 

plicable, or impossible to execute, place an X in the N/A box. Resource person 



LEVEL OF PERFORIMANCE 



Tlie teacher-coordinator: 

1. developed policies consistent with school or college 
policies and any existing state policies or guidelines . . 


□ 


/ 

□ 


□ 


□ 


□ 


/ 

□ 


2. 


involved school or college administrators and employers 
in the development and/or approval of the management 
policies 


□ 


□ 


□ 


□ 


□ 


□ 


3. 


developed coordination policies for handling: 

a. absenteeism from school 


□ 


□ 


□ 


□ 


□ 


□ 




b. absenteeism from the training station 


1 — 1 
u 


1 — 1 
u 


1 — 1 

u 


1 — 1 

u 


1 — 1 

u 


1 1 

u 




c. transferring students within a training station 


□ 


□ 


□ 


□ 


□ 


□ 




d. transferring students from one training station to 
another 


□ 




□ 


□ 


□ 


□ 




e. transfemng students from the co-op program to another 
program 


□ 


□ 

I— ...J 


□ 

I— ...J 


□ 

I— ...J 


□ 

L — J 


□ 

L — J 


4. 


acquainted students, cooperating employers, and relevant 
others (e.g., parents of secondary students) with all policies 
developed 


□ 


□ 


□ 


□ 


□ 


□ 


5. 


took appropriate acJon to enforce policies on absenteeism 


□ 


□ 


□ 


□ 


□ 


□ 


6. 


controlled transfer of students in accordance with the 
developed policies 


□ 


□ 


□ 


□ 


□ 


□ 


7. 


made every effort to terminate on-the-job training in a man- 
ner most advantageous to the student 


□ 


□ 


□ 


□ 


n 


□ 


8. 


notified all appropriate parties when necessary to terminate 
a student 


□ 


□ 


□ 


□ 


□ 


□ 


9. 


complete^' ind filed all necessary records and reports con- 
cerning transfer and termination proceedings 


□ 


□ 


□ 


□ 


□ 


□ 


10. 


completed and filed all necessary records and reports con- 
cerning student absences 


□ 


□ 


□ 


□ 


□ 


□ 
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Level of Performance: All items must receive N/A, GOOD, or EXCELLENT responses. If any item receives 
a NONE, POOR, or FAIR response, the teacher and resource person should meet to determine what addi- 
tional activities the teacher needs to complete in order to reach competency in the weak area(s). 
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ABOUT USING THE NATIONAL CENTER'S 
PBTE MODULES 



Organization 

Each module is designed to help you gain competency in a 
particular skill area oonoidered important to teaching suc- 
cess. A module is made up of a series of learning experi- 
ences, some providing background informatkxi, sonrie pro- 
viding practk:e experiences, and others combining these 
two functk)ns. Completing these experiences shoukj en- 
able you to achieve the twnlnal objective in the final 
learning experience. The ^ experience in each module 
always requires you to de Kxistrate the skill in an actual 
teaching situatk)n when you are an intern, a student teach* 
er, an inservk» teacher, or occupatk)rial trainer. 

Procedures 

Modules are designed to alk)w you to ' idivklualize your 
teacher educatkKi program. You need to take only those 
OKXlules covering skills that you do not already possess. 
Simllariy, you need not complete any learning experience 
within a module if you already have the skill needed to 
compiste It. Ther 'ore, before taking any module, you 
shoukJ carefully review (1) the introductk>n, (2) the objec- 
tives listed on p. 4, (3) the overviews preceding each learn- 
ing experience, and (4) the final experience. After compar- 
ing your present needs and competencies with the informa- 
tion you have read in these sectkxis, you shoukJ be ready to 
make '>ne of the folbwir^g decisk)ns: 

• That you do not have the competencies indk:ated and 
ShoukJ complete the entire nrKXkjIe 

• That you are competent in one ornf)ore of the enabling 
objectives leading to the final learning experience and, 
thus, can omit those learning experiences 

• That you are already competent in this area and are 
ready to complete the final leaming experience in 
order to ''test out" 

• That the module is inappropriate to your needs at this 
time 

When you ato ready to complete the final leaming experi- 
ence and have access to an actual teaching situatk>n, 
make the necessary arrangements with your resource per- 
son. If you do not complete the final experience success- 
fully, meet with your resource person and arrange to (1) 
repeat the experience or (2) complete (or review) prevkxjs 
sectk)ns of the OKxJule or other related activities suggested 
by your resource person before attempting to repeat the 
final experience. 

Options for recycling are also available in each of the 
leaming experiences preceding the Hnal oxperience. Any 
time you do not meet the minimum level of performance 
required to meet an objective, you and your resource per- 
son m ay meet to select activities to help you reach com pa- 
tency. This ooukj involve (1 ) oonr^pleting p&is of tne module 
prevk)U8ty skipped, (2) repeating activities, (3) reading sup- 
plementaiy resources or oomphting additkxial activities 
suggested by the resource persoi (4) designing your own 
leaming experience, or (5) completing sonrie other activity 
suggested by you or your resource person. 



Terminology 

Actual Teaching Situation: m situation in which you are 
actually woridng with mi responsible for teaching sec- 
ondary or postsecondary vocatk>nal students or other oc- 
cupatk>nal trainees. An intern, a student teacher, an in- 
sen^k;e teacher, or other occupatkxial trainer would be 
functk)ning in an actual teaching situatkKi. If you do not 
have access to an actual teachiiig situatk>n v.'hen you an 
taking the module, you can complete the module up to the 
final leaming experience. You woukj then complete the 
final learning experience later (i.e., when you have access 
to an actual teaching situatkKi). 
Alternate Activity or Feedbadc: An item that may sutMtl- 
tute for required items that, due to special circumstances, 
you are unable to complete. 

Occupationai Specialty: A speciHc area of preparatkm 
within a vocatkxial servk:e area (e.g., the service area 
Trade and Industi. J Educatk)n includes occupatk)nal spe- 
cialties such as automobile mea' k:s, wekJing, and elec- 
tricity. 

Opttonai Activity or FMdbadc. An item that is not re- 
quired but that is designed to supplement and ennch the 
required items in a leaming experience. 
Resource Person: The person in charge of your educa- 
tional program (e.g., the professor, instructor, administrator, 
in5tructk>nal supervisor, cooperating/supen/ising/class- 
room teacher, or training supervisor who is gukjing you in 
completing this module). 

Student: The person who is receiving occupatk)nal in- 
struction in a secondary, postsecondary, or other training 
program. 

Vocational Ser/ice Area: A major vocatk>nal fiekJ: agri- 
cultural educatk}n, business and office educatk}n, marinat- 
ing and distributive educatkxi, health occupatkHis educa- 
tion, home economk:s educatkxi, industrial arts educatkxi, 
technk:al educhoon, or trade and industrial educatk>n. 
You or the Teacher/lnatructor: The person who is com- 
pleting the module. 

L^veis of Performance for Final Assessment 
N/A: The criterion was not met because it was not appli- 
cable to the situatk>n. 

None: No attempt was made to meet the criterion, al- 
though it was relevant. 

Poor: The teacher is unable to periorm this skill or has only 
very limited ability to perform it. 
Fair: The teacher is unat)le to perionn this skill in an ac- 
ceptable manner but has some ability to perform it. 
Good: The teacher is able to perform this skill in an effec- 
tive manner. 

Excellent: The teacher is able to periorm this skill in a very 
effective manner. 
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Titles of the National Center's Performance-Based Teacher Education Modules 



Cittgory A: Program Pt«nnlnj|, D#v«lopm«nt, and Evaluation 

A-1 Prepare for a Corrmunity Survey 

A-2 Conduct a Community Survey 

A-3 Report the Findings of a Community Survey 

A-4 Organize an Occupational Advwory Committee 

A-5 Maintain an Occupational Advisory Committee 

A-6 Devek)p Program Goals and Obtectives 

A-7 CorKiuct an Occupational Analysis 

A-6 Develop a Course of Study 

A-9 Develop Long-Range Program Plans 

A-10 Conduct a Student Follow-Up Study 

A-1 1 Evaluate Your Vocational Program 

Catagory B: Inatructional Ptanning 

B-1 Determine Needs and Interests of Students 

B-2 Develop Student Performance Obfecttves 

Develop a Unit of Instruction 

B-4 Develop a Lesson Plan 

B*6 Select Student Instructional Materials 

Prepare Teacher-Made Instructions! Materials 

Catagory C. Inatructional Exacutton 

C-1 Direct Field Tnps 

C-2 Conduct Group Discussions, 'anel Discussions, and Symposiums 

C-3 Employ Brainstorming. Buzz Group, and Question Box Techniques 

C-4 Direct Students m Instructing Other Students 

0-5 Employ Simulation Techniques 

C-6 Guide Student Study 

C-7 Direct Student LatxKatory Expenence 

0*6 Direct Students in Applying Problem-Solving Techniques 

C-9 Employ the Protect Method 

C-10 Introduce a Lesson 

C-11 Summarize a Lseson 

C-1 2 Employ Oral Questioning Tec* niques 

C-13 Employ Reinforcement Techi es 

C-1 4 Provide Instruction for Slower snd More Capable Learners 

C-1S " eaent an Illustrated Talk 

C-1 6 «monstrate a Manipulative Skill 

C-1 7 Demonstrate a Concept or Principle 

C-1 8 Individualiza Instruction 

C-1 9 Employ the Team Teaching Approach 

C-20 Use Subiect Matter Experts to Present Information 

C-21 Prepare Bulletin Boards and Exhibits 

C-22 Present information with Models. Real Objects, and Flannel Boards 

C-23 Present lnforma*ion with Overhead and Opaque Materials 

C-24 present Information witti Filmstnps and Slides 

C-25 Present 'nformation with Films 

C-26 Present Information with Audio Recordings 

C-27 Present Information with Te'evtsed and Videotaped Matenals 

C-28 Employ Programmed Instruction 

C-29 Present Information with the Chalkboard and Flip Chart 

Catagory D: Inatructional Evaluation 

D-1 Establish Student Perfonnance Criteria 

0*2 Assess Student Performance Knowledge 

D-3 Assess Student Performance .ttitudes 

0-4 Assess Student Perfonnance bKtlls 

D-5 Detennine Student Grades 

OS Evaluate Your Instructional Effectiveness 

Catagory E: Inatructional Managamont 

E-1 Project Instructional Resource Needs 

E-2 Manage Your Budgeting and Reporting Responsibtlit*'.^ 

E-3 Arrange for Improvement of Your Vocational Facilit.es 

E-4 Maintain a Filing System 

E-5 Provide for Student Safety 

E-6 Provide for the First Aid Ne^s of Students 

E-7 Assist Students in Developing Self-Disctpline 

E-6 Organize the Voctf ^ il Laboratory 

E-9 Manage the vocet al Laboratory 

E-10 Combat Problems of Student Chemical Use 

Catagory F: QuManea 

F-1 Gather Student n«ta Using Formal Data-Collection Techniques 

F-2 Gather Student Data Through Personal Contacts 

F-3 Use Conferences to Help Meet Student Needs 

F-4 Provide Information on Educational and Career Opportunities 

F-5 Assist Students In Applying for Employment or Further Education 



Category G: School-Communfty Ralatlona 

G-1 Develop a Scfxwl-Communrty Relations Plan for Your Vocational Program 

0*2 Give Presentations to Promote Your Vocational Program 

0-3 Develop Brochures to Promote Your Vocational Program 

G-4 Prepare Displays to Promote Yjur Vocational Program 

G*5 Prepare News Releases and '/tides Concerning Your Vo *al Program 

0- 6 Arrange for Television and Radio Presentations 

Conceming Your V national Program 
G-7 Cor>duct an Open House 
G-8 Work with Members of the Communrty 
G-9 Work with State and Local Educators 
G-10 Obtain Feedt>eck about Your Vocational Program 
Category H: Vocational Student Organization 
H-1 Develop a Personal Phik>sophy Concerning 

Vocational Student Organizations 
H-2 EstabNsh a Vocational Student Orgenization 

H-3 Prepare Vocational Student Organization Members for Leadership Roles 
H-4 Assist Vocational Student Organization Members tn Developing and 

Finanang a Yearly Program of Activities 
H'5 Supervise Activities of the Vocational Student Organization 
H-6 Guide Participation m vocationel Student Organization Contests 
Category I: Profeaatonal Role and Developfnent 

1- 1 Keep Up-to-date Professnnelly 
1-2 Serve Your Teaching Profession 

1-3 Devek}p an Active Personel Philosophy of Education 

1-4 Serve the School and Community 

1-5 Obtain a Suitable Teechmg Position 

1-6 Provide Laboratory Experiences for Prospective Teachers 

1-7 Ran the Student Teaching Expenence 

1-8 Supen/ise Studem Teachers 

Category J: Coordination of Cooperative Education 

j-i - 

J-2 
J-3 
J-4 
J-5 
J-6 
J-7 
J-6 
J-9 
J-10 



Establish Guidelines for Your Cooperative Vocational Program 
Manage the Attendance. Transfers, and Terminations of Co-op Students 
Enroll Students m Your Co^ Program 
Secure Tratntng Stations tor Your Co-op Program 
Place C»op Students on the Job 
Devek}p ttie Training Abilrty of On-the^ob Instructors 
Coordinate On-the-Job instruction 
Evaluate Co-cp Students' On-the 'b Performance 
Prepare for Students' Related Inv .uction 
Supenrtse an Employer-Employee Appreciation Event 
Category K: Implementira Competency-Baaed Education (CBE) 
K-1 Prepare Yourself for CBE 
K-2 Organize the Content for a CBE Program 
K-3 Organize Your Class and Lab to Install CBE 
K-4 Provide Instructional Matenals for CBE 
K-5 Manage the Daily Routines of Your CBE Program 
K-6 Guide Your Students Through the CBE Program 
Category L: Serving Studenta witli Special/Exceptional Needa 
L-1 Prepare Yourself to Serve F:.ceptional Students 
L-2 Identify and Diagnoee Exceptional Students 
L-3 Plan lnstruc*ion for Exceptional Students 

L-4 Provide Appropriate Instructional Matenals for Exceptional Student? 

L-S Modify the Learning Environment for Exceptional Students 

L-6 Promote Peer Acceptance of Exceptional Students 

L-7 Use instnictional Techniques to M jet the Needs of Exceptional Student* 

L-6 Improve Your Communication Skills 

L-9 Assess the Progress of Exceptional Students 

L-10 Counsel Exceptional Students with Personal-Social Problems 

.-1 1 Assist Exceptional Students m Devetoping Career Planning Skills 

L-1 2 Prepare Exceptional St ients for Employabilrty 

L-1 3 Promote Your Vocatic ''rogram wHh Exceptional Students 

Category M: Aaalating Stuoe.ita In improving Their Baalc Skilla 

M-1 Assist Students in Achieving Baste Reading Skills 

M-2 Assist Students in Developing Technical Reading SktHs 

M-3 Assist Students in Improving Their Wnting Skills 

M-4 Assist Students in Improving Their Oral Communication Skills 

M-5 Assist Students in Improving Their Math Skills 

M-6 Assist Students in Improving Their Sun/tval Skills 

Category N: Teactiing Adulta 

N-1 Prepare to Work with AduH Learners 

N-2 Market an Adult Education Program 

N-3 Determine Individual Training Needs 

N-4 Plan Instruction for Adults 

N-S Manage the Adult Instructional Process 

N-6 Evaluate the Performance of Adults 
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Student Gl Jsinc Performance-Based Teacher Education Materials 
Re8UL'r:)e F i Guide to Using Performance-Based Teacher EducatK)n Materials 
Guide to th ^ .plementa^'^on of Performance-Based Teacher Education 

Performance-.'^ased Tee ^ner Education: The State of the Art. General Education and Vocational Education 
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